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Position Available: Assistant Bookkeeper  

Community Living Campaign, a San Francisco non-profit organization serving the needs of 
seniors and people with disabilities, is looking for an Assistant Bookkeeper to strengthen our 
day-to-day financial operations. 
 
CLC’s mission is to ensure older adults and adults with disabilities can age and thrive in their 
own homes and neighborhoods. To accomplish this mission, CLC promotes neighborhood-
based Community Networks to bring people and services together. CLC also spearheads 
citywide initiatives to promote digital access and employment opportunities, and advocates on 
selected age and disability-related issues that are too big for any individuals, organizations, or 
neighborhoods to solve alone. CLC is participant-focused and driven, able to shift quickly to 
meet evolving needs on both a neighborhood and larger systemic level.  
 
The past two years have led to substantial growth and expansion in both our contract and 
grant funding.  To build on recent growth and success, CLC is looking to strengthen our 
finance and budgeting team with a strong candidate as an Assistant Bookkeeper who 
understands our mission and has the skills and dedication to help support our growth.  We are 
seeking someone with a substantial experience and a positive can-do spirit.   

 
Responsibilities  

Responsibilities include collecting and preparing monthly expense and billing information, 
making entries into our accounting system and other reporting systems, generating reports, 
and maintaining online and physical records. 

Our ideal candidate has a good understanding of accounting principles, experience with 
accounting systems and spreadsheets, and efficient data entry skills. Meticulous attention to 
detail and accuracy is essential. 

You will work with management and other team members performing the following tasks: 

• Credit card receipt processing and expense reimbursements 
• Billing analysis and documentation 
• Payroll preparation and processing 
• Bank deposits 
• QuickBooks entries (A/P, A/R, account reconciliations) 
• Report generation 
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• Scanning, filing and record maintenance 
• Assisting with end-of-month and end-of-year accounting 
• Updating Excel worksheets including program budgets and monthly budget-to-actuals 
• Complying with data integrity and security policies 
• Other related duties as required; position may evolve as the organization continues to 

grow 

Requirements 

• Professional experience with: 
o Excel and QuickBooks (1-2 yrs. minimum) 
o Payroll processing systems (a plus) 
o Proficiency with MacOS or Windows 
o Familiarity with Google Suite, Dropbox (a plus) 

• Demonstrated attention to detail and meeting deadlines 
• Demonstrated organizational skills and initiative  
• Ability to work well in teams and independently 
• Supportive of CLC’s core mission and values 
• Older adults and adults with disabilities are encouraged to apply.  

COMPENSATION  

Benefits include health and dental benefits, paid leave and a 3% end-of year bonus toward 
retirement or other needs. The position starts at $30.00 per hour.  This is part-time employee 
position (starting with 25 to 30 hours per week, with potential to move up to full-time. Interested 
candidates should send cover letter and resume via email to jobs@sfcommunityliving.org or 
mail to Hiring Committee, Community Living Campaign, 1663 Mission Street, Suite 525, San 
Francisco, CA 94103. 

HOW TO APPLY 

The Community Living Campaign is seeking to fill this position as soon as possible. The office 
is located at 1663 Mission Street, Suite 525, San Francisco, CA and work is primarily in the 
office with strong safety precautions in place.   

 


